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Dear Entrepreneur:
Welcome to the exciting world of commerce!
We’ve prepared this information to help you better understand what it takes to start a successful
business. It is hoped that you will find it useful in your decision making process.
Your Small Business Development Center (SBDC) provides management and marketing
counseling to business owners and prospective entrepreneurs who do not have the means to
purchase this service from private counselors. All counseling assistance is provided at no cost to
the client. Central Arizona College and the US Small Business Administration (SBA) jointly fund
your Center.
Our mission is to help the businesses of Pinal County to succeed. One-on-one confidential
counseling is our primary method of assisting clients. We also conduct seminars and workshops.
In order for us to better understand your specific needs, it is requested that after you have read
the booklet, please:

1. Complete each of the self-assessment assignments.
2. Visit the SBA website at http://www.sba.gov/starting/indexstartup.html to learn more
about writing your business plan.

When you are ready to go forward, please call our office to schedule a counseling appointment. It
is important that you bring your completed assessments to the meeting.
If you have questions or need additional information, feel free to call us.
Most Cordially,

Bennett Curry
Director
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Chapter 1:

The Facts – Entrepreneurship Involves Risks and
Rewards

Starting a business can be relatively easy. Operating a profitable business can be extremely
difficult. The US Small Business Administration (SBA) indicates that:

•
•

95% of all new businesses close within the first five years
50% of all new businesses fail within 18 months, and

The most common reasons for failure include

•
•
•
•
•
•

Inadequate planning
Poor management
Lack of experience in the specific industry
Not enough money to continue operations
No business experience
Denial that the business is in trouble

Business failures often result in:

•
•
•
•
•
•

Personal bankruptcy
Debt repayments
Loss of savings
Strained or broken family relationships
Foreclosures
The loss of a regular paycheck

Rather than dwell on failure, let’s talk about creating a profitable business. Some facts about
successful businesses:

•
•
•
•

Owners spent 6 to 10 months researching and preparing before they began operations
90% asked for professional help (lawyer, accountant, SBDC advice, etc.)
Almost 70% took business courses prior to start-up
More than 50% expected to be patient and had modest expectations of success

The Three “C’s” of Starting a Business
Cash

Most start-ups are self-financed from savings and borrowing from family
and friends. Banks do not offer 100% financing. The borrower typically
contributes a minimum of 20% cash in order to secure the loan. Borrowers
must also have an excellent credit history. We’ll discuss more about
financing in Chapter 5.

Commitment

Successful business owners work long hours, often 14 or more hours each
day – six or seven days a week. The owner is responsible for every aspect of
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the business. If you don’t do it, it won’t get done. Are you and your family
prepared to make this critical sacrifice of time and energy towards the
business?
There is an incorrect perception that small business owners are rich. False!
Over time, many business owners are able to make a modest living. Most
likely, you won’t become rich unless you’ve invented a cure for the common
cold or a software application that everyone must have.
Confidence

An entrepreneur has an extremely high level of confidence in his/her abilities
to succeed. An entrepreneur understands the inherit risk factor and
sometimes fails in a venture. Failure becomes a learning experience from
which they proceed to the next idea.
You’ve probably heard the saying, “Don’t give up your day job.” Almost
75% of new business owners already have a full-time job when they start
their business. Most (60%) businesses are home based in the beginning.
And now a reality check. You may have high self-confidence, however, you
must have a product or service that the market wants and is willing to
purchase. If there is no market demand, you will not have a business.

Small Businesses are Important
Small businesses are the backbone of the American economy. In Arizona a small business is
defined as having fewer than 200 employees. Of all US businesses, it is estimated that more than
99% (24 million) are small. The SBA Office of Advocacy indicates nationally that, those small
businesses:

•
•
•
•
•
•
•

Create 75% of all new jobs
Employ 52% of the business workforce
Produce 51% of our nation’s private sector gross domestic product (GDP)
Generate 96% of all the US exported goods and services
Include 7 million women and minority-owned firms
Provide about 67% of “first job” opportunities
Produce more than half of the innovations in products

In Arizona it is estimated that there are more than 250,000 small businesses employing 51% of the
state’s private sector non-farm employees.
As you can see, small businesses do succeed. Do you have what it takes? Please read on.
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Chapter 2:

Do You Have What It Takes to Succeed?

Starting a business is easy. Owning and managing a successful one requires a lot of hard work
and determination. An entrepreneur is often described as “Someone who spends 16 hours per day
working for themselves, so that he/she does not have to work eight hours per day for someone
else.”
You need to ask, “Why do I want to start my own business?” Entrepreneurs commonly cite three
reasons for starting a business:

•
•
•

be my own boss
controlling my destiny
personal achievement

The next step in deciding whether or not you should start your own business is to determine
whether entrepreneurship is right for you. Some entrepreneurial factors include:

•
•
•

the inspiration of a marketing idea
the willingness to struggle against long odds
the determination to work hard and stay the course

Know Yourself
It is important to honestly assess your abilities and personality. If you are skilled in repairing cars,
then an auto repair shop might be an appropriate venture. If you feel uncomfortable meeting and
working with different types of people, you probably should not consider a retail business.
There are times in our lives when we explore the options of either starting a business or getting a
job. You should be moving toward a goal and not just away from something you don’t like. Be
honest with yourself. Starting a business is not for everyone. You may find that working in a
small business is ideal, rather than owning it.
To find out if you have a business owner’s personality take the following self-test. Place a v after
each statement that is the closest to how you feel.

Are You A Self-Starter?
1. I do things on my own. Nobody has to tell me to get going.
2. If someone gets me started, I keep going all right.
3. I’m pretty laid back. I don’t put myself out until I have to.

How Do I Feel About Other People?
1. I like people. I can get along with just about anybody.
2. I have plenty of friends. I don’t need anyone else.
3. Most people irritate me. I like to work alone.
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Can You Lead Others?
1. I can get most people to go along when I start something.
2. I can give the orders if someone tells me what we should do.
3. I let someone else get things moving, and then I go along if I feel like it.

Can You Be Responsible?
1. I like to take charge of things and see them through.
2. I’ll take over if I have to, but I’d rather let someone else be responsible.
3. There’s always some eager beaver around waiting to show how smart he is. I say let
him do it first.

How Good An Organizer Are You?
1. I like to have a plan before I start.
2. I’m usually the one to get things lined up when the group wants to do something.
3. I do all right unless things get too confused. Then I stop.
4. I get all set and then something comes along and presents too many problems, so I
just take things as they come.

How Good A Worker Are You?
1. I can keep going as long as I need to.
2. I don’t mind working hard for something I want.
3. I’ll work hard for a while, but when I’ve had enough, that’s it.
4. I can’t see that hard work gets me any further.

Can You Make Decisions?
1. I can make up my mind in a hurry if I have to.
2. My decisions usually turn out O.K.
3. I can make a decision if I have plenty of time.
4. If I have to make up my mind in a hurry, later I think I should have made a
different decision.
5. I don’t like to be the one to decide.

Can People Trust What You Say?
1. You bet they can. I don’t say things I don’t mean.
2. I try to be on the level most of the time, but sometimes I say what’s easiest.
3. Why bother if the other person doesn’t know the difference.

Can You Stick With It?
1. If I make up my mind to do something, I don’t let anything stop me.
2. I usually finish what I start – if it goes well.
3. If it doesn’t go right from the start, I stop. Why keep trying?

How Good Is Your Health?
1. I never run down. I don’t get sick.
2. I have enough energy for most things I want to do.
3. I run out of energy sooner than most of my friends.

Now count the checks you made beside the statements.
All statements # 1

_____

All statements #2

_____

All statements # 3

_____

All other statements _____
So, how did you score?

•

If a majority of your checks are next to first statements, you probably have the personality
to run a business.

•

If you have a majority of checks beside the second statements, you probably should think
again about owning your own business. You might consider finding a partner with skills to
balance your own.

•

If you have more checks on any of the other statements than above, you may have saved
yourself some time and money. Don’t start your own business. You should probably keep
your job.

Now, let’s think about some other issues.

Financial Risk

•
•

Are you willing and able to commit the money required to make your venture successful?
Will this venture generate a greater return on your money and time, than if you were to
invest it elsewhere? (Such as in a bank certificate of deposit, money market, mutual fund or
stocks.)

Marketing Know-How

•
•
•
•

Can you prove there is a demand for your product or service?
Who is your target market? Why? How will you communicate with them?
Who are your competitors? How will they react to you entering the market?
Can you price your product/service fairly, competitively and still make a profit? Are you
sure?

Technical Know-How

•
•

Do you have experience in this field?
Are you an expert on your product/service?

Financial Know-How

•
•
•
•

How much capital will you need to get started?
Are you prepared for almost two years of financial losses?
Can you keep detailed records, necessary to manage your business and to pay your taxes?
Do you know how to plan and control your cash flow?
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Chapter 3:

Ways to Become A Business Owner

There are at least three ways for you to become a business owner:

•
•
•

Start a new business
Buy an existing business
Buy a franchise

This handbook focuses on starting a new business. We will briefly discuss the advantages and/or
the disadvantages of buying an existing business or a franchise. The SBDC can help you evaluate
the other options.

Starting a New Business
Creating a new business gives you the most flexibility. It’s also a risky way to enter the
marketplace. You must determine your product or service mix, your location and even your logo.
You will be in charge of operations and can shape it to match your style. Your success will depend
on many factors including, fulfilling an unmet need to consumers, the quality and value of your
offering and your profitability. Please remember too, that most new businesses lose money for at
least the first year and often the better part of year two.
The responsibility. This is the path of a true and the pressures are on you to find a way of doing
business that works entrepreneur. If you have a new idea, a new product or service, or a new way
of doing a traditional business, this may be the choice for you.

Buying An Existing Business
Before you buy an existing business, you must know what you are buying and its true value. Even
if you are buying from a friend or family member. Ask many questions. Try to understand the
entire business. The most common and deadly mistake made is to overpay for a business.
One of the advantages of buying an existing business is that it is up and running and generating
cash flow. You would expect to step into a smooth and profitable operation. Be sure. Find out
the owner’s real reason for selling. Be careful there are no hidden problems or debts. Remember,
the seller is trying to make the business as attractive as possible.
Is it really a business you are interested in? Just because it has been in the family, or just because
you know the owner…don’t let familiarity cloud your picture of the business. You must also
determine if sales have a reasonable chance of growing. Is the business in a growing or declining
category? Is it being sold because there are too many competitors with little hope of gaining
market share?
Do your homework. It’s called due diligence. Have your accountant review the financial records
of the business with you. Know how much each asset, including the goodwill of the business, is
valued. Your lender will likely require formal appraisals to determine its value. Do not buy a
business without a contract, which means you should seek legal advice. Even in the case of a friend
or family member, you may want to hire your own attorney to represent your interests. Good
agreements help to keep good friends and family members.
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Buying A Franchise
You may introduce a franchised product or service into your area. Or you may buy a franchised
business from an existing owner. When you purchase a franchised business, you become a
franchisee.
Buying a franchise allows you to start your own business with the help of a franchiser who has a
proven business model. You’re buying a recognized trademarked name, advertising assistance
and management training. The price you pay will include an up-front franchise fee; on-going
franchise and advertising fees, usually based upon a % of sales; and often buildings, equipment
and inventory. The franchiser will impose certain restrictions on your operations in order to
maintain quality and the national reputation of the chain. You must follow their directives. If not,
they may revoke your franchise agreement.
In order for the franchiser to be successful, their franchisees must be financially strong. Most will
require you to submit an application and a personal financial statement that includes your net
worth, available cash and assets that can be quickly converted into cash. Site selection is critical
for a retail store. Franchisers use sophisticated research methods to determine store locations.
Evaluations are based on historical performance in similar areas, demographics, growth
projections, availability and cost of land, traffic counts, ease of entry to the property and even
competitive pressures.
Be sure to read and understand the required Disclosure Statement, which tells you in detail what
you will get from the franchiser and what you agree to in return.
The Small Business Administration has a list of franchised stores that it has guaranteed loans to.
You can get this list on the SBA web site (www.sba.gov) or by calling the Phoenix SBA office at
(602) 745-7200.
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Chapter 4:

Does the Market Need It & Will They Pay For It?

Idea Development
You may have said at least once, “I wish that someone would invent _____ to make my life easier.”
So, what are you waiting for? You’ve just identified a problem. Now invent the solution.
Ideas for new businesses come from your work, hobbies and life experiences. Sometimes ideas
come from an experience you have as a customer. But an idea is not a product or a service. It
must be translated into something that the market needs and is willing to pay for.
Refine your concept to determine:

•
•
•

How and where the product can be made
Potential costs
Potential selling price

Market Research
You’ll need to determine the market potential for your product or service. You’ll learn:

•
•
•
•

Does the market need and want my solution?
Are they willing to pay for it?
Is the market large enough to make a profit?
Who are your potential competitors and how might they react to your entry?

You should conduct your research in several ways. One of best sources of information is to
interview people, especially those you don’t know. Your friends and family are tempted to tell you
what they believe you want to hear. You need the truth to determine the viability of a concept. So,
ask strangers for their opinions. You are risking your money and that of others for a venture.
It’s imperative that the research findings be valid. That means interviewing a substantial number
of folks, recording the data, analyzing it and drawing specific conclusions.
You can hire professionals to conduct your research. However, it is recommended that you do
most of the early analysis for two reasons. It’s less costly if you do it. But more importantly, it is
valuable for you as a business owner to hear what your future customers have to say about your
product or idea. Your SBDC can assist you in developing the research questions.
Other research resources include:

•
•
•
•
•
•

Public and College libraries
Chambers of Commerce
Economic development organizations
Local governments
Trade associations and industry publications
The Internet
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Your market research will likely lead you to modify or refine your idea. This is good. Sometimes
it also helps you to identify new consumer needs. It’s also a great lesson in listening to your
customers. They will tell you what you need to know to be successful. Ask them questions, but do
not become defensive when they answer you. Thank them. Think about what they had to say.
You may choose not to act on their comments, or you may.

Customer Satisfaction
It’s never too early to think about customer satisfaction. Build this into your business model and
into your pricing strategy. Answer the following questions:
1.

A. What benefits will my product or service provide?

B. What customer needs will it satisfy?

C. Define your business in 25 words or less.

2. Why will my customers buy from me?

What advantages does my product or service has over my competitors?

What makes my product or service special or different?
_____ Lower Price?

_____ Easier to Use?

_____ Higher Quality?

_____ Better Service?

_____ More Reliable?

_____ Better Distribution?

_____ More Features?

_____ Friendlier Personnel?

_____ Other? Please specify______________________________________
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3. Where will I provide my product or service? (neighborhood, local community, county,
statewide, etc.)

4. Describe the target customer. (age, sex, income level, neighborhood, job, etc.)

5. How will I tell potential customers about my business?

6. What distribution method(s) will be used to get my product or service to customers?

Don’t be discouraged if you could not answer all the questions. Most successful entrepreneurs
invest six to ten weeks of research and preparation before starting their businesses.
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Chapter 5:

Finances

Assuming that the market research validates your business idea, you must determine if the
concept makes financial sense. How much it will cost to start the business and to pay your
personal living expenses during the start-up period? Remember, most new businesses lose money
for at least the first year and often the better part of year two.

How Much Money Will You Need?
The first step is to identify your business-related expenses. These costs will fall into two
categories: Start-up Costs and Recurring Costs. Things usually cost more than you expect. So be
realistic. Use the following to start listing your costs.

Start-Up Costs
Category

Estimated Cost

Lease deposit
Fixtures & equipment
Leasehold improvements
Utility deposits
Licenses and permits
Starting inventory
Signs (inside and outside)
Marketing/Promotional Campaign
Professional fees (accountant, lawyer)
Other
Total

Monthly Recurring Costs
Category
Salary of Owner
Other employee salaries & wages
Payroll taxes (Federal, AZ, FICA, Medicare)
Self Employment Tax – 15.3% (if sole prop)
Advertising/Marketing
Rent
Utilities/telephone
Supplies
Insurance
Maintenance
Legal and accounting fees
Loan Repayment
Licenses
Memberships, dues, etc.
Other
Total

Estimated Cost

Get estimates from suppliers, utility companies, real estate agents, etc. Be as accurate as possible.
Imagine a typical day and walk through it step by step. You may notice costs not on this list.
Another good source for expense estimates will be the trade publications for your industry.
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Forecasting Sales Revenue
The next step is to forecast sales revenue. Be realistic in your estimate of how quickly you will
generate sales. In a start-up situation sales begin slowly and gradually grow over the first year.
Always be conservative when forecasting sales. Also be aware that when selling business to
business, there is often a time lag between the sale and the collection of payment for the product or
service. This can cause a cash flow pinch, because many times you will have to pay your supplier
for the goods before your customer pays you.
For example, if you make custom products you should require a non-refundable deposit from the
customer with the balance due upon delivery. The deposit will cover all or a substantial portion of
the production cost. This enables you to pay for the materials while completing the job to earn the
rest of the money. Another obvious, but often overlooked matter - Make sure your price covers all
your costs.
The competitiveness of the marketplace will drive your pricing strategy. DO NOT position your
business as the low price supplier. If you do so, you have nothing to win and everything to lose.
Charging less may create short-term volume opportunities. It will likely trigger a swift price
reduction by your competitors. The downward price and profit spiral has begun. Established
competitors have the financial strength to outlast an unprofitable start-up. You will soon be out of
business. The cause of death – a bad decision.
Determine if your business is influenced by seasonal demands. For example, if you depend on
winter visitors here in Arizona, you can expect to have slow summer months. How will you pay
your bills when your revenue is less? You now have a marketing opportunity to build your
summer trade.

So, How Much Money Will I Need to Start-up?
You should be conservative, but accurate when you estimate the amount of cash you need. Many
start-ups fail simply because they are under capitalized from day one. Some advisors say that you
need enough money to cover two years of expenses. This may be too much. However, you should
look at your sales forecast and then reduce it by 25% -50%. Now take your expenses and increase
them by 50% -100% for things that you have overlooked or that might change. We’ve included a
loan repayment chart at the end of this chapter to help you estimate monthly loan payments. You
should check with your lender regarding actual loan terms.
Always ask yourself, “Can I do this with less money?” Start looking for ways to save. Can you
buy used equipment rather than new? Would leasing be better than buying? Do you really need
an employee when you start? Are there ways other than paid advertising for you to get the word
out? Can you start as a home based business?
You now have a rough sales projection and an estimate of how much money you need to open
your doors.

How And Where Do I Find Start-Up Money?
It’s a fact! Most start-ups are self-financed from the owner’s savings and borrowing from family
and friends. Proceed with caution, should you consider a second mortgage on your home or
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cashing in your retirement savings. A business failure could jeopardize your long-term financial
security.
For most business owners there are two ways to get the capital you need to start your business:
debt or equity financing. Debt is borrowing money and a promise to repay with interest. Equity
is selling part of the ownership of the business in return for needed cash.
Debt is a common way to get start-up funds. Financing sources include:

•
•
•
•
•
•
•
•
•
•

Friends & Family
Credit Card Cash Advances
Bank Loans & SBA Guaranteed Bank Loans
Personal Loans
Line of Credit
Customers & Suppliers
Factors (loan on accounts receivable)
Inventory Financing
Strategic Partners
Equipment Leasing

Equity financing is usually more complicated. It involves convincing investors or venture capital
firms (VC) to invest cash and management talent into your firm. Typically, VCs invest only in
high tech-high growth projects. Whenever you accept an investor’s money, they now have a
vested interest in the success of your business. That usually means that they will want a
proportionate share of the decision-making authority.
Any lender, including family, will expect to see a business plan as part of the process to decide
whether to lend your business money. The lender wants to know how you are going to repay the
loan.
Your business plan will include:

•
•
•
•
•
•
•
•
•
•
•

How much money do you want/need to borrow?
For what will the money be used? (Don’t say paying yourself)
Who is your target market? (Your customer profile)
Who is your competition, both direct and indirect?
What competitive advantages do you offer your target market?
Who are the key people who make your business successful? (Owners, employees, advisors)
What collateral are you offering?
What is the value of the collateral, from the lender’s point of view?
What is your current credit rating and history?
Financial information, including sales forecasts, break even analysis, profit and loss, cash
flow projections, balance sheets and income statements.
Personal financial statements of business owners.
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While a business plan is necessary to get a loan, it is also a valuable tool for managing your
business. It allows you to analyze and develop strategic action plans to keep you focused on your
business. The typical business plan requires about 200 hours of research and writing.
The SBDC has information to assist you. The SBA website at
http://www.sba.gov/starting/indexstartup.html has an excellent business plan template.

The Bank
Banks are in business to make money, just like you. They are not charities. They want to make
loans with the least amount of risk as possible. They too know the statistics on business closures
and failures. They are reluctant to loan to a first time business owner with no track record. The
bank feels more comfortable working with experienced and successful businesses. Therefore, your
business plan is extremely critical. It must demonstrate that:
1.
2.
3.
4.
5.

This is a well thought out venture.
It has a reasonable opportunity to be successful.
You have sufficient collateral to secure the loan.
You have strong business management skills and abilities.
You have work experience in that industry.

Banks do not offer 100% financing. They will not take on more risk than the business owner. The
borrower must:

•

Contribute a minimum of 20% cash in order to secure a loan. Banks require some highrisk ventures, such as restaurants, to bring 33% cash equity to the table for a loan.

•

Pledge collateral (owned assets) to the lender. Should you default on the loan, the lender
will take ownership and sell your pledged assets as a way to repay the loan.

Should you need $100,000 to start your business, the lender will require a minimum of $20,000
(20%) cash from you. They will loan you the remaining $80,000, provided you meet their lending
requirements and pledge personal assets equal to the loan value.
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SBA Loans
The Small Business Administration (SBA) is one of the major sources of financial assistance from
the United States Government. The SBA does not make loans. They provide repayment
guarantees (up to 85% of the loan value) to banks and other lenders for small businesses. The
SBA guarantee enables lending institutions to make loans to higher risk clients that might
otherwise be denied through conventional business loan criteria.
A SBA loan may be used for business expansion, construction or conversion of a facility, buy
machinery, equipment, supplies or materials, and lastly, for working capital. The SBA will not
guarantee loans made to repay existing debts.
The SBA has several loan programs, including MicroLoans, which are “Small Loans for Small
Businesses.” The maximum amount available under the MicroLoan program is $35,000. The
average MicroLoan is about $8,000.
The SBA makes special efforts to reach members of socially and economically disadvantaged
groups, veterans, women and the disabled. For more information about SBA loan guarantees and
services, check out www.sba.gov or contact your SBDC.

Grants
With very few exceptions, there are no grants that give you money to start a business.
The known exceptions are:
Some Native American tribes have occasionally offered entrepreneurial programs to tribal
members and provided grant money to start a business. If you are a Native American, please
check with your tribal office to learn what might be available.
The Arizona Department of Economic Security (DES) offers a business start-up grant program
for disabled individuals who currently receive disability payments. The maximum grant is about
$19,000. Individuals who accept the grant forgo all future disability payments from DES.

A Final Word About Financing Your Business
Don’t be discouraged if you have a valid business idea, but lack the funds to get it off the ground.
Keep your dream alive. Don’t give up. It will just take a bit longer to get there. Save every dollar
that you possibly can. Here are some tips to help you:

•
•
•
•
•
•

Eat out less frequently
Take a sandwich for lunch
Buy less soft drinks and beer – drink water
Stop smoking – It’s bad for your health anyway
Take a less expensive vacation
Stop all impulsive buying

It you want your dream badly enough, you can make it happen.
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Loan Repayment Chart
Source: SBA

The chart on the following page provides the amortization factor necessary to determine the
monthly principal and interest payment on your loan. The factor is based on loan increments of
$1,000. To obtain the factor, take the following steps:
1. Divide the total (gross) loan amount by $1,000.
2. Using the chart, find the interest rate on your loan in the far-left vertical column, then
move horizontally to the column denoting the term of your loan. This number is your
amortization factor. Example: A loan at 8 percent interest with a term of 7 years has a
factor of 15.59.
3. Multiply your answer in step 1 by the factor in step 2. The result is your monthly loan
payment. Make sure you consult with your lender for the actual loan terms.

14

Loan Term
Int. Rate 1 yr

2 yrs

3 yrs

4 yrs

5 yrs

6 yrs

7 yrs

8 yrs

9 yrs

10 yrs 15 yrs 20 yrs 25 yrs

8.00%

86.99

45.23

31.34

24.41

20.28

17.53

15.59

14.14

13.02

12.13

9.56

8.36

7.72

8.25%

87.10

45.34

31.45

24.53 20.40

17.66

15.71

14.26

13.15

12.27

9.70

8.52

7.88

8.50%

87.22

45.46

31.57

24.65

20.52

17.78

15.84

14.39

13.28

12.40

9.85

8.68

8.05

8.75%

87.34

45.57

31.68

24.77

20.64

17.90

15.96

14.52

13.41

12.53

9.99

8.84

8.22

9.00%

87.45

45.68

31.80

24.88

20.76

18.03

16.09

14.65

13.54

12.67

10.14

9.00

8.39

9.25%

87.57

45.80

31.92

25.00

20.88

18.15 16.22 14.78 13.68

12.80

10.29

9.16

8.56

9.50%

87.68

45.91

32.03

25.12 21.00

18.27

16.34

14.91

13.81

12.94

10.44

9.32

8.74

9.75%

87.80

46.03

32.15

25.24

21.12

18.40

16.47

15.04

13.94

13.08

10.59

9.49

8.91

10.00%

87.92

46.15

32.27

25.36

21.25

18.53

16.60

15.17

14.08

13.22

10.75

9.65

9.09

10.25%

88.03

46.26

32.38

25.48

21.37

18.65

16.73

15.31

14.21

13.35

10.90

9.82

9.26

10.50%

88.15

46.38

32.50

25.60

21.49

18.78

16.86

15.44

14.35

13:49 11.05

9.98

9.44

10.75%

88.27

46.49

32.62

25.72 21.62

18.91

16.99

15.57

14.49

13.63

11.21

10.15

9.62

11.00%

88.38

46.61

32.74

25.85

21.74

19.03

17.12

15.71

14.63

13.77

11.37

10.32

9.80

11.25%

88.50

46.72

32.86

25.97

21.87

19.16

17.25

15.84

14.76

13.92

11.52

10.49

9.98

11.50%

88.62

46.84

32.98

26.09

21.99

19.29

17.39

15.98

14.90

14.06

11.68

10.66

10.16

11.75%

88.73

46.96

33.10

26.21

22.12

19.42

17.52

16.12

15.04

14.20

11.84

10.84

10.35

12.00%

88.85

47.07

33.21

26.33

22.24

19.55 17.65

16.25

15.18

14.35

12.00

11.01

10.53

12.25%

88.97

47.19

33.33

26.46

22.37

19.68

17.79

16.39

15.33

14.49

12.16

11.19

10.72

12.50%

89.08

47.31

33.45

26.58

22.50

19.81

17.92

16.53

15.47

14.64

12.33

11.36

10.90

12.75%

89.20

47.42

33.57

26.70

22.63

19.94

18.06

16.67

15.61

14.78

12.49

11.54

11.09

13.00%

89.32

47.54

33.69

26.83

22.75

20.07

18.19

16.81

15.75

14.93

12.65

11.72

11.28

13.25%

89.43

47.66

33.81

26.95

22.88

20.21

18.33

16.95

15.90 15.08

12.82

11.89

11.47

13.50%

89.55

47.78

33.94

27.08

23.01

20.34

18.46

17.09

16.04

15.23

12.98

12.07

11.66

13.75%

89.67

47.90

34.06

27.20

23.14

20.47

18.60

17.23

16.19

15.38

13.15

12.25

11.85

14.00%

89.79

48.01

34.18

27.33

23.27

20.61

18.74

17.37

16.33

15.53

13.32

12.44

12.04

14.25%

89.90

48.13

34.30

27.45

23.40

20.74

18.88

17.51

16.48

15.68

13.49

12.62

12.23

14.50%

90.02

48.25

34.42

27.58

23.53

20.87

19.02

17.66

16.63

15.83

13.66

12.80

12.42

14.75%

90.14

48.37

34.54

27.70

23.66

21.01

19.16

17.80

16.78

15.98

13.83

12.98

12.61

15.00%

90.26

48.49

34.67

27.83

23.79

21.14

19.30

17.95

16.92

16.13

14.00

13.17 12.81

15.25%

90.38

48.61

34.79

27.96

23.92

21.28

19.44 18.09

17.07

16.29

14.17

13.35

13.00

15.50%

90.49

48.72

34.91

28.08

24.05

21.42

19.58

18.24

17.22

16.44

14.34

13.54

13.20

15.75%

90.61

48.84

35.03

28.21

24.19

21.55

19.72

18.38

17.37

16.60

14.51

13.73

13.39

16.00%

90.73 48.96

35.16

28.34

24.32

21.69

19.86

18.53

17.53

16.75

14.69

13.91

13.59
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Chapter 6:

Legal Structure of Your Business

We urge you to seek the advice of an attorney and an accountant when determining the legal
structure of your business. Issues to be considered include:

•
•
•
•

Expense of incorporating
Tax liabilities for the owners and investors
Personal liabilities and guarantees
Paperwork requirements

There are three legal forms that a business can take:

•
•
•

Sole proprietorship, or
Partnership, or
Corporation, including “C Corporation,” “S Corporation,” or “Limited Liability
Corporation (LLC).”

Sole Proprietorship
This is the simplest and most common form of ownership. The owner is personally responsible for
all debts of the business. Profits are considered personal income to the owner and are taxed
accordingly.
A potential disadvantage of doing business as a sole proprietor is that you have unlimited personal
liability. Also your personal assets are usually pledged to secure loans.

Partnership
A partnership is an association of two or more persons engaged jointly in a business. As in a sole
proprietorship, partners are personally responsible for all debts of the business.
While not required, it is advisable to formalize the partnership with a partnership agreement.
Formal partnership agreements should be prepared or reviewed by an attorney. These
agreements generally will specify how the partners will share income, losses, deductions and
credits. It also defines how decisions are made and conflicts are resolved.

Corporation
The most complex form of a business structure is the corporation. The law recognizes a
corporation has a separate legal entity from its owners. The corporation has individual rights and
responsibilities.
One of the main advantages of incorporating is that, in most circumstances, it limits your personal
liability.
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In Arizona you begin by filing Articles of Incorporation forms with the Corporations Division of
the Arizona Corporation Commission. In addition to filing the incorporation papers, you must
complete, but not file, corporate bylaws.
Keep in mind that your initial choice of a business form doesn't have to be permanent. You can
start out as sole proprietorship or partnership and later, if your business grows or the risks of
personal liability increase, you can convert your business to a corporation.

Ways to Organize Your Business
Type of Entity

Advantages

Disadvantages

Simple and inexpensive to create and
operate.
Sole Proprietorship

Partnership

“C” Corporation

Owner reports profit or loss on his/her
personal tax returns.

Simple and inexpensive to create and
operate.
Owners (partners) report their share of
profit or loss on personal tax returns.
New partner usually contributes financial
and management resources to the
venture.
Owners have limited personal liability for
business debts.*
Unlimited life of the business.
Separation of management and
ownership.
Separate legal entity from owners.

Unlimited personal liability (risk) to owner.
Owners’ net worth limits financing options.
Business does not continue upon owners’
death.
Unlimited liability of general partners.
Liability of each partner for the other’s
debts.
Division of profits.
Relationships may change over time
causing conflicts.
Decision-making often shared.
Death of one individual ends partnership.
More expensive to create than partnership
or sole proprietorship.
Paperwork can seem burdensome to some
owners.
Separate taxable entity.

* Please note that lenders and creditors
often ask owners for personal guarantees.

“S” Corporation

Owners have limited personal liability for
business debts.*
Owners report their share of corporate
profit or loss on their personal tax
returns.
* Please note that lenders and creditors
often ask owners for personal guarantees.

Limited Liability
(LLC)

Owners have limited personal liability for
business debts.*
Limited documentation.
Easier to transfer ownership.
* Please note that lenders and creditors
often ask owners for personal guarantee.

17

More expensive to create than partnership
or sole proprietorship.
More paperwork than for a limited liability
company which offers similar advantages.
Profit/losses allocated to owners according
to their ownership percentage.
More expensive to create than partnership
or sole proprietorship.

Chapter 7:

Record Keeping, Why And How

We urge you to do three things:
1. Purchase a PC based accounting software package, like QuickBooks, to maintain your
records.
2. Hire an accountant to advise you on tax and accounting issues.
3. Keep your receipts and write everything down.
It’s imperative that you maintain accurate and complete records in your business. Here are just a
few reasons:

•

Management Tool - Allows you to determine your profitability, or lack of, and to identify
problems.

•

Internal Revenue Service – Need we say more about your income tax liability and potential
audits.

•
•
•

Arizona Department of Revenue – State income taxes & payment of the
Transaction Privilege Tax (TPT)
Arizona Department of Economic Security – Unemployment Insurance and Worker’s
Compensation insurance

•

US Social Security Administration – Collection and payment of Social Security
contributions

•

Your Banker – Should you apply for a future loan, your banker will want to review your
financial statements.

•

A potential buyer of your business – Excellent financial records document the value of your
business.

To accomplish the goal of sound financial management and to comply with IRS rules, there are
several basic rules that you should follow:

•

Do not commingle (mix) funds. Keep business money separate from personal money. Better
yet, maintain a separate checking account for the business.

•

Include only business expenses, not personal expenses, in your business records. And there
should not be any personal expenses.

•

Keep all receipts for business purchases. If the business purpose is not clear from the
receipt, write a brief explanation on the receipt. Do not trust your memory.

•

Keep a record of all business income on receipts or invoices, including an explanation such
as “services performed”, sale of merchandise.”

•
•

Keep a clear record of all business bills and when they are due for payment.
If you have business inventory keep track of what you paid for it, when you bought it, when
it sold and for how much.

If you have employees there are separate records you need to keep for them. Check with the IRS
and Arizona DES for details.

18

Chapter 8:

Am I Ready?

Now that you've learned more about what it takes to start a business, you may again ask, "Am I
ready?" Answer these questions to find out.

Who Are You?

Yes

No

Are you the kind of person who can get a business started and make it go?

____

____

I want freedom from a 9-5 daily routine
Need a job I like

____
____

____
____

Want to be my own boss

____

____

Improve my standard of living
You feel there is a demand for your product or service

____
____

____
____

Have you worked for someone else as a foreman or manager?

____

____

Have you had any business training in school?

____

____

Have you saved any money?

____

____

Do you know how much money you will need to get your business started?

____

____

Have you figured out how much of your own money you can put into the business?

____

____

Do you know where you can borrow the rest of the money you need?
Have you figured out what yearly income you need to receive from the business?

____
____

____
____

Can you live on less than that?

____

____

Have you talked to a banker about your plans?

____

____

____
____
____

____
____
____

____

____

Have you found a good location for your business?

____

____

Can your customers find you easily?
Will there be enough room for your business to grow?

____
____

____
____

Can you remodel the location the way you want without spending too much money?

____

____

Is it easily accessible?
Does it have adequate parking?

____
____

____
____

Have you had a lawyer check the lease and zoning regulations?

____

____

____
____

____
____

How About the Money?

How About A Partner?
Do you need a partner with money or know-how that you don't have?
Do you know someone who has those skills?
Is it someone you can get along with?
Do you know the good and bad points about going it alone,
having a partner or incorporating your business?

Your Location

Equipment and Supplies
Do you know just what equipment you’ll need and all costs?
Can you save money by buying secondhand equipment?
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Your Product

Yes

No

Have you decided what you will sell?

____

____

Have your determined your opening inventory requirements?
Have you identified quality suppliers?

____
____

____
____

Have you compared the prices and credit terms of different suppliers?

____

____

Have you decided what service you will provide?

____

____

Do you know how much to charge for the service?
Will you charge by the hour? Day? Project?

____
____

____
____

Have you compared what your competitors are offering and their prices?

____

____

Do you have a recordkeeping system to keep track of your sales and expenses?

____

____

Are you planning to bill your customers? (accounts receivable)?

____

____

How will you keep track of bills that you owe? (accounts payable)?

____

____

Do you have an inventory tracking system?
Have you figured out how to keep your payroll records?

____
____

____
____

How to take care of tax reports and payments?

____

____

Do you know what financial statements you should prepare?
Do you know how to use these financial statements?

____
____

____
____

Do you have an accountant who will help you with your financial records?

____

____

Do you know what licenses and permits you need?
Are you familiar with the business laws of Pinal County and Arizona?

____
____

____
____

Do you have a lawyer you can go to for legal advice?

____

____

____

____

____

____

Yes

No

Do most businesses in your community seem to be doing well?

____

____

Are businesses like the one you want to open doing well in your community?
Are they doing well in the rest of the county, the state?

____
____

____
____

Do you know what kind of people will want to buy what you plan to sell?

____

____

Does the community need a business like yours?

____

____

Have you decided how you will advertise? (newspapers, posters, direct mail, etc.)

____

____

Do you know where to get help with your advertisements?

____

____

Have you observed how your competitors market?

____

____

Your Service

Your Records

Your Store and the Law

Protecting Your Store
Have you made plans for protecting your store against thefts of all kinds:
shoplifting, robbery, burglary, employee stealing and embezzlement?
Have you talked with an insurance agent about what types of coverage you will need?

Let’s Think about Marketing
What do you know about your customers?

Advertising
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The Prices You Charge
Do you know how to calculate your cost of goods and operating costs?

____

____

Do you understand what your cost of doing business is?
Do you know how to calculate your profit margin or markup?

____
____

____
____

Have you developed your marketing plan?
Do you know who your customers are?

____
____

____
____

Do you feel comfortable in a selling role?

____

____

If you need to hire someone to help you, do you know where to look?
Do you know what kind of person you need?

____
____

____
____

Do you know how much to pay?

____

____

Do you have a plan for training your employees?
Do you know what is legal (and not legal) to ask in an interview?

____
____

____
____

someone else?
Does your family support you 100% in your plans to start a business?

____
____

____
____

Do you know where to find out about new ideas and new products?

____

____

Do you have a written business plan?
Have you contacted your SBDC for help with your plans?

____
____

____
____

Selling

Your Employees

A Few Extra Questions
Given the time & effort required, could you make more money working for

If you have been able to answer all these questions carefully, you've done some hard work and
serious thinking. That's good. But you have probably found some things you still need to know
more about or do something about.
Do all you can for yourself, but don't hesitate to ask for help from people who can tell you what
you need to know. Remember, running a business takes courage! You've got to be able to decide
what you need and then go after it.
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Chapter 9:

Sources of Assistance and Information

Central Arizona College - Small Business Development Center
The SBDC provides management and marketing counseling to small business owners and
prospective entrepreneurs who do not have the means to purchase this service from private
counselors. All counseling assistance is provided at no cost to the client. Central Arizona
College and the US Small Business Administration (SBA) jointly fund the Center.
1015 E. Florence Blvd., Suite B
Casa Grande, AZ 85222-4629
Voice: (520) 426-4341
Fax : (520) 876-5966
Email: sbdc@centralaz.edu.
Web Site: www.centralaz.edu/biz
Service Corps of Retired Executives (SCORE)
SCORE counselors also provide free information on starting a business and offer a number of
start-up seminars each month.
East Valley SCORE Chapter – Mesa (480) 833-9020

Arizona State Government
Arizona Business Connection (800) 542-5684
Web Site: http://www.azcommerce.com/webapps/SmallBusVR/
A one-stop resource center for state and local governmental regulations such as:

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Name registration
Federal Identification Number
State licensing requirements
Trademark and trade name
Patents
Copyright
Sales Tax License
Arizona Payroll Taxes
Unemployment Compensation
Zoning
Home Based Businesses
Environmental regulations
Permit to operate a business
Peddler’s license
Permit to operate Food Establishment/Food handler’s permit
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Arizona Corporation Commission
1300 W. Washington St.
Phoenix, AZ 85007-2929
(800) 345-5819
Web Site: www.cc.state.az.us
Arizona Department of Commerce – Community Profiles
Web Site: http://www.azcommerce.com/Communities/community_profile_index.htm
Arizona Secretary of State’s Trademark & Trade Name Office
1700 W. Washington St. 7 th Floor
Phoenix, AZ 85007
(800) 458-5842
Web Site: www.sosaz.com
Arizona Department of Revenue
1600 W. Monroe St. 1 st Floor
Phoenix, AZ 85007
(800) 634-6494
Web Site: www.revenue.state.az.us
Arizona State Procurement Office (selling to state government)
15 S. 15th Ave.
Phoenix, AZ 85007
(602) 542-5511
Web Site: http://sporas.ad.state.az.us

US Government
US Small Business Administration (SBA)
2828 N. Central Avenue, Suite 800
Phoenix, AZ 85004
(602) 745-7200
Web Site: www.sba.gov
Internal Revenue Service (IRS)
Forms and information booklets for small business owners - (800) 829-3676
Tax information - (800) 829-1040
Web Site: www.irs.gov
US Census Bureau
Web Site: http://www.census.gov/
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Pinal County Government
Pinal County Board of Supervisors
(520) 868-6000
Web Site: http://www.pinalcounty.org
Planning & Development Services
(520) 868-6442
Email: Planning@co.pinal.az.us
Web Site: http://www.pinalcounty.org/PlanDev/
Pinal County Division of Public Health
31 N. Pinal Building F
Florence, AZ 85232
(520) 868-6864
Note: No food handler’s permit is required in Pinal County. A Permit to Operate a Food
Establishment is required.

Regional
Greater Casa Grande Valley Economic Development Foundation
(Serving Casa Grande, Coolidge & Eloy)
201 E. Third St.
Casa Grande, AZ 85222
(520) 836-6868
Email: info@casagrandevalleyedf.com
Web Site: http://www.casagrandevalleyedf.com
PPEP Microbusiness & Housing Development Corporation, Inc. (PMHDC)
Intermediary Lender for SBA MicroLoan Program
106 E. Florence Blvd.
Casa Grande, AZ 85222
(520) 836-2318
Email: eleonard@ppep.org
Web Site: http://www.azsmallbusinessloans.com/

Apache Junction
City of Apache Junction
Business License Compliance
Apache Junction City Hall
1001 N. Idaho Rd.
Apache Junction, AZ 85219
(480) 671-5070
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Apache Junction Chamber of Commerce
567 W. Apache Trail
PO Box 1747
Apache Junction, AZ 85217-1747
(480) 982-3141
Email: info@apachejunctioncoc.com
Web Site: www.apachejunctioncoc.com
Apache Junction Main Street
567 W. Apache Trail
PO Box 1747
Apache Junction, AZ 85217-1747
(480) 982-3141
Email: apachejctms@qwest.net
Web Site: http://www.apachejunctioncoc.com/memberpages/Mainstreet.htm
City of Apache Junction Economic Development – Downtown Redevelopment
567 W. Apache Trail
PO Box 1747
Apache Junction, AZ 85217-1747
(480) 671-5096
Email: ksimpkins@ajcity.net
Apache Junction Public Library
Economic Development Information Center (EDIC)
1177 N. Idaho Rd.
Apache Junction, AZ 85219
(480) 480-8555
Web Site: http://www.ajpl.org/

Arizona City
Arizona City Chamber of Commerce
13640 S. Sunland Gin Rd.
PO Box 5
Arizona City, AZ 85223
(520) 466-5141
Email: info@arizonacitychamber.org
Web Site: http://www.arizonacitychamber.org
Arizona City Community Library
13254 Sunland Gin Rd.
P.O. Box 118
Arizona City, AZ 85223
(520) 466-5565
Web Site: http://co.pinal.az.us/Library/azcity/
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Casa Grande
City of Casa Grande
Casa Grande City Hall
510 E. Florence Blvd.
Casa Grande, AZ 85222
Business License & Transient Merchants License (Required for Peddlers & Street Vendors)
Finance Department
(520) 421-8600
Web Site: http://www.ci.casa-grande.az.us/finance.shtml
Building Permits Information and Home Business
Planning and Zoning
(520) 421-8637
Web Site: http://www.ci.casa-grande.az.us/planning.shtml
Greater Casa Grande Chamber of Commerce
575 N. Marshall St.
Casa Grande, AZ 85222-5246
(520) 836-2125
Email: chamber@cgmailbox.com
Web Site: www.casagrandechamber.org
Casa Grande Main Street
110 W. 2 nd St.
PO Box 10062
Casa Grande, AZ 85230-0062
(520) 836-8744
Email: downtown@cgmailbox.com
Web Site: www.cgmainstreet.com
Casa Grande Public Library
Economic Development Information Center (EDIC)
449 W. Drylake St.
Casa Grande, AZ 85222
(520) 421-8710
Web Site: http://www.ci.casa-grande.az.us/library.shtml

Coolidge
City of Coolidge - Business License
Coolidge City Hall
130 W. Central Ave.
Coolidge, AZ 85228
(520) 723-5361
Web Site: http://www.coolidgeaz.com/
Coolidge Chamber of Commerce
320 W. Central Ave.
P.O. Box 943
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Coolidge, Arizona 85228
(520) 723-3009
Email: coolidgeaz@cybertrails.com
Web Site: http://www.coolidgeaz.org/
Coolidge Public Library
160 W. Central Ave.
Coolidge, AZ 85228
(520) 723-9559
Web Site: http://co.pinal.az.us/library/Coolidge/

Eloy
City of Eloy – Business License:
City Hall
628 N. Main St.
Eloy, AZ 85231
(520) 466-9201
Web Site: http://www.ci.eloy.az.us/cityservices.htm
Eloy Chamber of Commerce
305 Stuart Blvd.
Eloy, AZ 85231
(520) 466-3411
Email: eloychamber@cybertrails.com
Web Site: www.eloychamber.com
Eloy Public Library
624 N. Main St.
Eloy, AZ 85231
(520) 466-3814
Web Site: http://www.ci.eloy.az.us/library.htm

Florence
Town of Florence – All licenses
Town Hall
775 N. Main St.
PO Box 2670
Florence, AZ 85232
(520) 868-7500
Town of Florence Economic Development Director
775 N. Main St.
PO Box 2670
Florence, AZ 85232
(520) 868-7557
Email: jim.web@town.florence.az.us
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Greater Florence Chamber of Commerce
291 N. Bailey St.
PO Box 929
Florence, AZ 85232
(520) 868-9433
Email: info@florenceaz.org
Web Site: http://www.florenceaz.org/
Florence Main Street
PO Box 2471
Florence, AZ 85232
(520) 868-4496
Email: florencemainst@theriver.com
Florence Community Library
Economic Development Information Center (EDIC)
1000 S. Willow
PO Box 985
Florence, AZ 85232
(520) 868-9471
Web Site: http://co.pinal.az.us/library/florence/

Gold Canyon
Gold Canyon Business Association
(480) 982-9989
Gold Canyon, AZ 85219
Web Site: http://www.goldcanyonwebsite.com/GCBA_MAIN_PAGE.htm

Kearny
Town of Kearny
912 C Tilbury
PO Box 639
Kearny, AZ 85237
(520) 363-5547
Web Site: http://www.townofkearny.com/
Copper Basin Chamber of Commerce
355 Alden Road
P.O. Box 206
Kearny, AZ 85237
(520) 363-7607
Email: copperbasin@theriver.com
Web Site: http://www.copperbasinaz.com/
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Arthur E. Pomeroy Library
912-A Tilbury Road
P.O. Box 220
Kearny, AZ 85237
(520) 363-5861

Maricopa & Stanfield
Maricopa Chamber of Commerce
6960 W. Allison
Chandler, AZ 85226
(520) 560-2128
Maricopa Community Library
44240 W. Maricopa
P.O. Box 123
Maricopa, AZ 85239
(520) 568-2926
Web site: http://co.pinal.az.us/Library/maricopa/
Stanfield Community Center Library
36680 W. Cooper Drive
P.O. Box 760
Stanfield, AZ 85272
(520) 424-3791

Native American Communities
Ak-Chin Indian Community - Economic Development
42507 W. Peters & Nail Road
Maricopa, AZ 85239
(520) 568-4769
Email: bsmith@ak-chin.nsn.us
Gila River Indian Community – Economic Development
315 W. Casa Blanca Rd.
PO Box 97
Sacaton, AZ 85247
(520) 562-6138
Email: sally.martinez@gric.nsn.us
Web Site: http://www.gric.nsn.us
Gila River Chamber of Commerce
6960 W. Allison
Chandler, AZ 85226
(520) 560-2128
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Tohono O’odham Nation – Economic Development
PO Box 1834
Sells, AZ 85634
(520) 383-5546

Superior
Town of Superior – Business License
734 Main St.
Superior, AZ 85273
(520) 689-5752
Superior Chamber of Commerce
PO Box 95
Superior, AZ 85273-2611
520-689-0200
Email: cocpres@superior-arizona.com
Web Site: http://www.superior-arizona.com/
Superior Public Library
99 Kellner Ave.
Superior, AZ 85273
(520) 689-2327

San Manuel, Mammoth and Oracle
SMOR Tri-Community Chamber of Commerce
PO Box 1886
Oracle, AZ 85623
(520) 896-9322
San Manuel Public Library
108 N. 5th Ave.
San Manuel, AZ 85631
(520) 385-4470
Town of Mammoth
125 Clark St.
PO Box 30
Mammoth, AZ 85618
(520) 487-2331
Email: townofmammoth@theriver.com
Mammoth Public Library
125 N. Clark St.
P.O. Box 548
Mammoth, AZ 85618
(520) 487-2026
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Oracle Public Library
565 E. American Ave.
Po Box 960
Oracle, AZ 85623
(520) 896-2121

Membership Organizations
Arizona Small Business Association (ASBA)
4130 E. Van Buren St. STE 150
Phoenix, AZ 85008-6996
(602) 265-4563
Email: info@asba.com
Web Site: www.asba.com
Business & Professional Women of Arizona (BPW)
(877) 564-6279
Web Site: http://www.bpwaz.org/
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Chapter 10:

I’m Ready to Proceed. SBDC Early Start Questionnaire

Name:
Address:
City, State, Zip:
Telephone:

Company Name:
Company Address:
City, State, Zip:
Telephone:
Cell:
FAX:
E-Mail:

CURRENT STATUS: (check all that apply)
Do not own a business now. Never owned a business
Currently own a business (date started: ____/____/_____)
Plan to start a new business, or buy an existing business, within 6 months
Plan to start a new business, or buy an existing business, later (more than 6 months from now)
I want to expand or diversify my business
I want to save my business from failure
I want to sell my business

BUSINESS MANAGEMENT EXPERIENCE:
How many years did you manage your own business?
__________
How many years did you manage someone else's business?__________
Have you ever failed at, or closed, your own business?
Yes
Have you ever sold a business you owned?
Yes

No
No

BUSINESS TRAINING:
Do you have a college degree in business?
Have you completed specialized business courses?
Do you want additional business training?
Have you attended local business workshops and seminars?

Yes
Yes
Yes
Yes

No
No
No

BUSINESS FACTORS: (check all that apply)
My business is:
Expanding
Stable
Declining
My business is:
Profitable
At break even
Losing Money
Current number of employees:
None
1-5
6-10
11-20
21-40
40+
Excellent
Good
Fair
Poor
My credit rating is:
I have an:
Accountant
Attorney
Business Consultant
I am:
Comfortable
Confused
Overwhelmed with the responsibility of running a business

FUNDING: (check all that apply)
I have all the funds I need for my business
I use credit cards to fund my business - (please indicate the %_____ )
I have an SBA loan for my business
I have a commercial bank loan for my business
I have borrowed money from family and friends for my business
I have equity investors for my business
I want to apply for a loan for my business (indicate:
SBA
Commercial)
I am seeking Venture Capital or Angel Funding for my business
I am running out of funds to operate my business
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BUSINESS SKILLS ASSESSMENT: Honestly evaluate your skills in the areas listed below.
Skill/Knowledge
Area

Very
Strong

Adequate

Weak

Very
Weak

Accounting/Bookkeeping
Cash Flow Management
Finance/Banking
Credit & Collections
Inventory Control
Business Planning
Business Location Analysis
Market Analysis/Market Planning
Analysis of Competition
Advertising/Public Relations
Pricing and Distribution
Management Ability
Industry Knowledge/Experience
Ability to Obtain Technical Assistance
Personal Organization/Ability to Meet Deadlines
Sales Procedures/Systems
Customer Service
Legal Issues
Tax Compliance
Licensing
Regulations

FINANCIAL CONSIDERATIONS:
Will you need a loan?

Yes

No

Amount: $________________

How will you spend the loan proceeds? (Start-ups please refer to the worksheet on Page 12)
How much cash do you have to invest in this business? $_______________________________
List the sources of this cash:
List the collateral you have to secure this loan:
Have you checked your credit rating?

Yes

No

When you checked your rating, it was:

Excellent
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Date last checked: ________
Good

Poor

ONE-PAGE BUSINESS RESUME FORMAT
SUMMARY: brief description of business

TARGET MARKETS: (customer profile)

COMPETITION: (direct and indirect)

PRICING: price point/sales volume/sales margin

MARKETING STRATEGIES:

MARKET & INDUSTRY TRENDS: (local and national)

Past 12 Months

Next 12 Months-anticipated

AVERAGE MONTHLY REVENUES

_____________

______________

AVERAGE MONTHLY COSTS

_____________

______________

GROSS PROFIT

_____________

______________

STAFF: Total # of Employees: _____

#Unskilled: _____

#Highly Skilled:_____

CURRENT CHALLENGES: (explain)

CUSTOMER LOYALTY:
LEVEL OF QUALITY:
CUSTOMER SATISFACTION:

High
High
High
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Medium
Medium
Medium

Low
Low
Low

The CAC-Pinal County SBDC is partially funded under Cooperative Agreement No. 01-7620-0003-8 by the U.S. Small
Business Administration. The support given by the U.S. Small Business Administration through such funding does
not constitute an express or implied endorsement of any of the co-sponsor(s) or participants’ opinions, findings,
conclusion, recommendations, products or services.
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